DI VI SI ON OF ADM NI STRATI ON

PERSONNEL POLI CY NO. 14
EFFECTI VE DATE: February 14, 1994; Revised May 16, 1994

SUBJECT: Notification To The Police OF The Loss O
Or Damage To Insured State Property

AUTHORI ZATI ON:
Whitman J. Kling, Jr.
Assi st ant Commi ssi oner

POLI CY:

When it is suspected that an enpl oyee is involved, no
reports of theft or vandalisnidamage to State property
shall be made to police without prior notification to and
approval of the Appointing Authority.

When there is no reason to believe that a State enpl oyee
is involved, reports of theft or vandali sm damage to
State property may be made to police w thout prior
notification to and approval of the Appointing Authority.

1. PURPOSE

Effective July 1, 1994, the blanket crinme coverage
provided by the Ofice of Ri sk Managenment (ORM is
anended to include a mandatory requirenment that the
police be notified as soon as possi ble when there is
reason to believe that | oss of, or damage to, covered
property involves any violation of |aw

To preclude erroneous accusations of State enpl oyees,
this policy mandates that, if enployee involvenent is
suspected, all such police reports be approved by the



Appoi nting Authority after review and approval by the
Legal Secti on.

To assign responsibility for aspects of the policy and to
expl ain the process for adhering to the policy.
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I11. APPLI CABI LI TY:

This policy applies to all enployees of the Division of
Admi ni stration.

This policy shall be applicable to all sections within
the Division of Adm nistration, both general
appropriation and ancillary appropriation.

| V. PROCEDURE:

In the event that it is discovered that there has been
theft of State property or vandalismto State property,
and enpl oyee invol venment is suspected, this information
shall be imediately comuni cated up the |ine of
managenent to the section head (or his/her authorized
representative). The section head shall notify the
Appoi nting Authority as soon as feasible.

Staff of the Legal Section shall review the avail able

i nformation, conduct any investigation they deem
appropriate, and make a recommendati on to the Appointing
Aut hority regardi ng the appropriateness of naking a
police report.

No police report shall be made wi thout express approval
fromthe Appointing Authority if an enployee is
suspect ed.
V. RESPONSI BI LI TY:
Deput y/ Assi stant Comm ssioners Are Responsi ble For:

Adhering to all aspects of this policy.

Hol di ng account abl e the secti on heads under their



supervi sion for adhering to all aspects of this
policy.

Section Heads Are Responsible For:

Assuring that each enpl oyee under hi s/ her
supervi sion, current and new:

! | s made aware of this policy and its
contents as well as any forthcom ng
revisions, and

s informed that he/she nmust abide by the
terns of the policy, and

! s informed of the consequences of
violation of this policy.
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Bringing violations to the attention of the
deputy/ assi stant conm ssi oner and dealing with the
violation in a fair and consi stent manner.

Providing for formal review of this policy with al
enpl oyees on a cyclical basis.

Mai nt ai ning records in a confidential fashion when
appropri ate.

Mai nt ai ni ng records of any di spute between the
agency and an enpl oyee regardi ng facts, including
any witten statenent from the agency or enpl oyee of
t he reasons for any disagreenent.
Manager s/ Supervi sors Are Responsi bl e For:

Conpliance with this policy in any fashion
instructed by the section head.

Enpl oyees are responsi ble for:
| mredi ately reporting any suspected theft or danage
to State property to the supervisor or nanager or

secti on head.

Cooperating in any investigation which is conducted



VI .

VI,

to the best of his/her ability.

Conmplying with all aspects of this policy and
i medi ately bringing violations to the attention of
a supervisor.

EXCLUSI ONS:

Requests for exceptions to this policy should be
submtted to the Conm ssioner of Adm nistration through
the section head and appropriate deputy/assistant
conm ssi oner along with specific and conpel ling
justification.

Any exception to this policy nust have the approval of
t he Comm ssioner or his del egated representati ve.

QUESTI ONS:

Questions regarding this policy should be directed to the

Appoi nting Authority.
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VI11.VIOLATION OF THI S POLI CY:

Enmpl oyees found to have violated this policy my be
subj ect to disciplinary action.

WK, JR: AG. cm



